Transaction Steps ASC_HCM_HRBN_NewHireWithDependents

Purpose

Use this procedure to enroll a new hire with dependents into their desired benefit plans.
Prerequisites

e New Hire action has been performed
o New Hire has completed and signed all necessary enrollment forms.
e New Hire has dependents to add to enroliment plan.

Menu Path
Use the following menu path(s) to begin this transaction:
e PA30 - Human Resources g Personnel Management  Administration  HR Master Data
< PA30-Maintain

¢ HRBENO0001 - Human Resources & Personnel Management 4 Benefits
< HRBENOOO1-Enrollment

Transaction Code
PA30/HRBENO0O0O1
Tips and Tricks

e The Adjustment Reason for New Hire Enroliment (IT0O378) is automatically created after the
Hire action (PA40) is processed.

o The Adjustment Reason for New Hire Enroliment (IT0378) start date will be the same as the
employee's hire date.
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Procedure

1. Start the transaction using the menu path or transaction code.

SAP Easy Access AASIS MENU

=
Menu Edit Favorites Extras System Help

g B AEH Cee DHR DDho0 BE @M
SAP Easy Access AASIS MENU

o=l EEIEE

O Favorites
~ &3 SAP menu
b (3 office

b (3 Logistics
>
>
b (3 Information Systems

D (3 Special Transactions & Reports (State of Arkansas)
b (3 Tools

I | SESSION_MANAGER B3| sapetr [ INS |

2. Asrequired, complete/review the following fields:

Field R/O/C Description
Command Field Required Enter Maintain HR Master Data transaction
Example:
PA30
3. Click Enter &
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Maintain HR Master Data

=
HR master data Edit Goto Extras Utilities Settings System Help

g 1 AEH Qe LHE Do BE @M

E]w

Maintain HR Master Data

D)z |@kz 8]

Personnel no.
Addtl. Employee Data ~ Employment Issues ~ Career Management W (e
Infotype text I m Period
/Actions [2]] | ®@Period
| |Personal Data & From To
_Organizatinnal Assignment OToday O Curr.week
| |Addresses OAll O Current month
| |Basic Pay OFrom cur.date O Last week
| |Family Member/Dependents OTo Current Date O Last month
| |Residence Status O Current Period OCurrent Year
| |Additional Personal Data & = Choose
Communication [+
Direct selection
Infotype STy

[ U PA30 B[ sapetr [INS | [/
4. As required, complete/review the following fields:
Field R/O/C Description
Personnel no. Required Enter the New Hire's personnel number.
Example:
2802
S Click Enter & .
6. Select Family Member/Dependentsl:I.
7. Click Create @]
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Subtypes for infotype "Family Member/Dependents™ (1) 17 Entries found

I[I?Subtypes for infotype "Family Member/Dependents” (1) 17 Entries found

=

o D ] ) =] I =T
STyp|Name |
1 Spouse
10  Divorced spouse
11 Father
12  Mother
13  Domestic partner
14  Domestic partner's child
15  Newborn
16 Stepson
17  Stepdaughter
2 Child
3 Court Appointed
4 Adopted Child
5] Guardian
6 Stepchild
7 Emergency contact
8 Related persons
9 Other

17 Entries found I [7

8. Double-click type of dependent to be added to the employee's benefits.
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Create Family Member/Dependents

=
Infotype Edit Goto Extras System Help

il SAPS
V] 148 CeQ EHE DDL0 BE @M
Create Family Member/Dependents
Personnel No 2802 Name Nels 01.|Status  Active
EE group 1| Regular State Em_. Personnel ar  FAB2 DFA
EE subgroup |UE|Employee SSN 999-89-1121
Start TD 12/31/9999
Member 1 Spouse 2 Number
: Personal data
Lastname  Oleson Birth name
Firstname & Initials
Title 2
Gender OFemale ®© Male
Birth date 4 Ref Pers.No
SSN ~ Telephone number
Street Separation Date
Addr Line 2 Marital status
City/State
Zip/country
Physician Challenge Status
Physician1 [ Disability [0 Student Indicator
ID Number Disability Date [JMedicare
Physician2 Learned [JSmoker
ID Number

[Military Service
[CJFin. Indep.

I | PA30 B3| sapetr [INS | |/

9. Asrequired, complete/review the following fields:

Field R/O/C Description

Start Required Enter the 1st of the month in which benefits will
be effective.
Example:
08/01/2010

First name Required Enter the dependent's first name.

Note: If the dependent's last name is different

from the employee's last name, delete and enter
the correct last name.

Example:
Harriet

Birth date Required Enter the dependent's date of birth.

Example:
11/04/55

SSN Required Enter the dependent's social security number.

Example:
999-20-2121

10. Glick save &
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Maintain HR Master Data

=

HR master data_ Edit Goto Extras Utilities Settings System Help

[B:]E]

(V8 1AHICE@ SHE DDoaD BRE @

Maintain HR Master Data

11725 e e 1

Personnel no. 2802 B

Name Nels Oleson

EE group 1| Regular State .. Pers.area [FAIJZ\DFA

EE subgroup UE| Employee Cost Center [383z57  |DFA

Personal Data

Infotype text |E | l—l Period
Actions v [2| | ®Period
:Personal Data v From To
Organizational Assignment 4 OToday O Curr.week
| |Addresses v QAll O Current month
Basic Pay 4 OFrom cur.date O Last week
Family Mer v OTo Current Date O Last month
| [Residence Status v O Current Period O Current Year
| |Additional Personal Data 4 = = Crooes
Communication [+
Direct selection
Infotype Family Member/Dependents \ STy \

|& Record created 2 0| PA30 B[ sapetr [INS | [ 7
M. . . . Dl
Hightlight Family Member/Dependents and click Create .
12. Click type of dependent to be added to the employee's benefits.
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Subtypes for infotype "Family Member/Dependents™ (1) 17 Entries found

I[I?Subtypes for infotype "Family Member/Dependents” (1) 17 Entries found

STyp|Name |
1 Spouse

10  Divorced spouse

11 Father

12  Mother

13  Domestic partner

14  Domestic partner's child
15  Newborn

16 Stepson

17  Stepdaughter

2 Child

3 Court Appointed

4 Adopted Child

5] Guardian

6 Stepchild

7 Emergency contact

8 Related persons

9 Other

17 Entries found
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Create Family Member/Dependents

=
Infotype Edit Goto Extras System Help

il SAPS
V] 148 e EHE DDL0 BE @M
Create Family Member/Dependents
Personnel No 2802 Name Nels 01.|Status  Active
EE group 1| Regular State Em_. Personnel ar  FAB2 DFA
EE subgroup |UE|Employee SSN 999-89-1121
Start TD 12/31/9999
Member 2 Child o] Chidno 01
: Personal data
Lastname  Oleson
Firstname & Initials
Title 2
Gender ®Female OMale
Birth date 4 Ref Pers.No
SSN ~ Telephone number
Street Separation Date
Addr Line 2 Marital status
City/State
Zip/country
Physician Challenge Status
Physician1 [ Disability [0 Student Indicator
ID Number Disability Date [JMedicare
Physician2 Learned [JSmoker
ID Number

[Military Service
[CJFin. Indep.

I | PA30 B3| sapetr [INS | |/

14. As required, complete/review the following fields:

Field R/O/C Description

Start Required Enter the 1st of the month in which benefits will
be effective.
Example:
08/01/2010

First name Required Enter the dependent's first name.

Note: If the dependent's last name is different

from the employee's last name, delete and enter
the correct last name.

Example:
Nellie

Birth date Required Enter the dependent's date of birth.

Example:
06/24/1993

SSN Required Enter the dependent's social security number.

Example:
897-12-3456

15. Gilick save & .
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Maintain HR Master Data

= [ElC]E]
HR master data Edit Goto Extras Utilities Settings System Help
3 W0 e@e NG nnon BE @B
Maintain HR Master [Back_(F3)
|72 2]
Personnel no. 2802 |G}
Name Nels Oleson
EE group 1| Regular State .. Pers.area |Fa02| DFA
EE subgroup UE | Employee Cost Center 383357 DFA
Personal Data
Infotype text |E| |_| Period
| _|Actions v [2 | ®Period
|_|personal Data v 5| From | |10 |
| |Organizational Assignment (4 OToday O Curr.week
| |Addresses v QaAll O Current month
Basic Pay v OFrom curr.date O Last week
OTo Current Date O Last month
| [Residence;Status v O Current Period O Current Year
\Additional Personal Data %4 = = Gheoes
Communication [+
Direct selection
Infotype |Family Member/Dependents | STy |2 |Child
|& Record created 2 0| PA30 B[ sapetr [INS | [ 7

16. Click Back 0 to continue.
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SAP Easy Access AASIS MENU

= == )
Menu Edit Favorites Extras System Help

(7] 2 dHICee DHR DL BE @@

SAP Easy Access AASIS MENU

BEEEEEE]

O Favorites
~ & SAP menu

b (3 Office
O Logistics
a

D
D
b i
D
> (3J Special Transactions & Reports (State of Arkansas)
> (3 Tools

17. As required, complete/review the following fields:

Field R/O/C Description
Command Field Required Enter Enrollment transaction code.
Example:
HRBENOOO1
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SAP Easy Access AASIS MENU

= [B]c]
Menu Edit Favorites Extras System Help w
@ HReeNo0 DAEH CEeQ DHRE DDLH0 BE @M@

SAP Easy Access AASIS MENU

o=l EEIEE

O Favorites
~ &3 SAP menu
b O office
b (3 Logistics
b (3 Accounting
b (0 Human Resources
b (3 Information Systems
D (3 Special Transactions & Reports (State of Arkansas)
b (3 Tools

| Transaction HREEBOOO1 does not exist I | SESSION_MANAGER F8[ sapetr [INS [ [/

18. ik Enter& .
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Enrollment

= g -
Enrollment Edit Goto System Help E]w

(V) 2 dHCAQ IEHRE IDDLHDIHE @6

Enrollment

Direct selection

Selection set

Enroll -

Name on [07/01/2010
Personnel no.
Offer selection
ID number Get ofier | Printform |2 General Notice || Erorlist_|
Possible offers [Enrnllment period
® Select |
o)@3 @[]

" Pers.No|Name

LRI

1[Jl]

Offer

1| — | X1
[ b [HRBEN00O1 B3| sapetr [INS [ [/
19. As required, complete/review the following fields:
Field R/O/C Description
Personnel no. Required Enter the employee's personnel number.
Example:
2802
20. (jick Enter &
21. Click Change date.
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Change Selection Date
I[I7 Change Selection Date

Selection date 07/01/2010

22. As required, complete/review the following fields:

Field R/O/C Description
Selection date Required Enter the employee's hire date.
Example:
06/13/2010

23. Click Continue.

Enroliment

weﬂmumem Edit Goto System Help & SAP
(V] A ECeQ  CHEA IHDLHD AR @m

Enrollment

[IEEEEELIGIN ¢ Selection set Enroll
Name Nels Oleson on (0671372010 ]
Personnel no.
Offer selection
ID number (& cetofier [B Printform |3 General Notice |2 Eworlist |
Possible offers [Enrnllment period
‘(B Select | New Hire Enroliment 06/13/2010 - 07/13/2010
Anytime changes 01/01/1800 - 12/31/9999 5
ASP UC/UNC ONLY 01/01/1800 - 12/31/9999
[Z5][¢x] [|]a] aritnmatic nffar 5
" Pers.No|Name ] (R I o
2802 Nels Oleson
K1 ] —| K1)
[ b [HRBEN00O1 B3| sapetr [INS [ [/
24. pouble-click under Possible offers text box NEW Hire Enroliment to
select a plan.

7/7/2010 ASC_HCM_HRBN_NewHireWithDependents.udc 13/25




AASIS

Transaction Steps

ASC_HCM_HRBN_NewHireWithDependents

Enrollment

=
Enrollment Edit Goto System Help

fdH @@ I CHE HDLn BRI @m

Enrollment

I[Z]i

Anytime changes
ASP UC/UNC ONLY

Autnmatic nffer

01/01/1800 - 12/31/9999
01/01/1800 - 12/31/9999

Direct selection Enroll
Name [Nels 0leson Jon [06/13/2010[@ [2 Ovenview
Personnel no.
Offer selection
1D number | | {)  Get offer IIQ Print form ||Q General Notice || ?  Eror list I
Possible offers |Enroliment period I
|Q Select | New Hire Enraliment 106/13/2010 - 07/13/2010

_Pers NoJName | | G0 e 5]
[ 2B2NesOkson
New Hire Enrollment
@ Enoll |[@  Costs  [£» Undo selection I]%”ﬁl Error List_|
Plan [Status [ Validity period |Activity |
~ Medical
ARHealth-Health Advantage ASE 08/01/2010 - 12/31/9999
ARHealth HD PPO-NovaSys ASE 08/01/2010 - 12/31/9999
ARH; - Nov: 08/01/2010 - 12/31/9999
~ Basic Life
MN Basic Life and AD&D ASE 08/01/2010 - 12/31/9999
< Dependent Life
MN Dependent Life Post Tax 08/01/2010 - 12/31/9999
~ Opt Life Pretax
MN Opt EE Life Pre-Tax ASE 08/01/2010 - 12/31/9999
~ Opt Life Postax
MN Opt EE Life PostTax ASE/G&F 08/01/2010 - 12/31/9999
~ 401(a)
APERS Cont a 06/13/2010 - 12/31/9999
~ 457
457 Citistreet 06/13/2010 - 12/31/9999
~ HDHP HSA
Datapath HSA 08/01/2010 - 12/31/9999
~ Dependent Care
Flex Depend. Spending Acct 08/01/2010 - 12/31/9999
DL IR
K1 ) | ¥

b [HRBEN00O1 B3| sapetr [INS [ [/

25. Click the employee's desired health plan.
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Maintain Health Plan

I= Maintain Health Plan A
Pers.No. 2802| Nels Oleson
Plan ARHealth - NovaSys ASE |

Start 08/01/2010| - |12/31/9999 |

[C] Stop participation in period

Option Dependents
Plan options ~
Health Plan Opt | OPT1 Standard ASE 1 =]
Dependent Cover |EC1 Emp + Child(ren) 1 al
Costs USD Monthly
Employee ] 194 . 54] Deductions Pre-
Employer ] 0.00)|

@ econ |

26. Cjick Dependents tab ¢ Dependents
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Maintain Health Plan

I@Maintain Health Plan
Pers.No. 2802 Nels Oleson
Plan ARHealth - NovaSys ASE |

Start 08/01/2010| - |12/31/9999 |

[C] Stop participation in period

Option 4EERGENE
Select. [Name |Type of dep./ben. |ﬂﬂ
(| Harriet Oleson Spouse
O Nellie Oleson Child
[4]
(]
[l ] (<[]
E

@ econ |

27. Click to select the 1st dependent.’ O

28. Click to select any additional dependents. ’ O

29. Giick Option tab .« Option 4

7/7/2010 ASC_HCM_HRBN_NewHireWithDependents.udc

16/25



-AASIS

Transaction Steps

ASC_HCM_HRBN_NewHireWithDependents

Maintain Health Plan

I[I7 Maintain Health Plan

Pers.No. 2802 Nels Oleson
Plan ARHealth - NovaSys ASE ]
Start 08/01/2010| - |12/31/9999 |

[C] Stop participation in period

Dependents

Plan options
Health Plan Opt | OPT1 Standard ASE 1 =]
Dependent Cover |EC1 Emp + Child(ren) 1 al
Costs USD Monthly
Employee ] 194. 54‘ Deductions Pre-
Employer ] 0.00)|

@ econ |

30. Click Dependent Cover drop-down box.
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I@Maintain Health Plan
Pers.No. 2802 Nels Oleson
Plan ARHealth - NovaSys ASE |

Start 08/01/2010| - |12/31/9999 |

[C] Stop participation in period

Dependents

Plan options
Health Plan Opt |OPT1 Standard ASE 1 Ell
Dependent Cover EC1 Emp + Child{ren) 1 2

EC1 Emp + Child(ren) 1

EE1 Employee Only 1
Costs USD Moty h
Employee ES1 Emp + Spouse 1

Employer ] 0.00)|

@ econ |

31. Click the coverage appropriate for the employee's dependent coverage.

32. Click Accept .
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Enrollment

=
Enrollment Edit Goto System Help

@ 100 @ LHE Bhhs DE @B

Enrollment

Direct selection Enroll
Name Nels Oleson Jon [06/13/2010[@] [2 Oveniew
Personnel no.
Offer selection
ID number [ | & cetofer |2 Printforn [3  General Notice | Error list_|
Possible offers |Enrnllmem period
|Q Select | New Hire Enraliment 06/13/2010 - 07/13/2010
Anytime changes 01/01/1800 - 12/31/3999
ASP UC/UNC ONLY 01/01/1800 - 12/31/3999
| | ol
[ Pers.NoName ] | LB I o
[ 28l2NesOkson
New Hire Enrollment
@ Enoll |[@  Costs  [£» Undo selection ”8||ﬁ| Error List_|
Plan [Status [ Validity period |Activity |
~ Medical
ARHealth-Health Advantage ASE 08/01/2010 - 12/31/3999
ARHealth HD PPO-NovaSys ASE 08/01/2010 - 12/31/3999
ARHealth - NovaSys ASE 08/01/2010 - 12/31/9999
 Basic Life
MN Basic Life and A 08/01/2010 - 12/31/3999
~ Dependent Life
MN Dependent Life Post Tax 08/01/2010 - 12/31/3999
© Opt Life Pretax
MN Opt EE Life Pre-Tax ASE 08/01/2010 - 12/31/3999
¥ Opt Life Postax
MN Opt EE Life PostTax ASE/G&F 08/01/2010 - 12/31/3999
~ 401(a)
APERS Cont o 06/13/2010 - 12/31/3999
v 457
457 Citistreet 06/13/2010 - 12/31/3999
< HDHP HSA
Datapath HSA 08/01/2010 - 12/31/3999
~ Dependent Care
Flex Depend. Spending Acct 08/01/2010 - 12/31/9999
D) IR
K1 ) | ¥
[ b [HRBEN00O1 B3| sapetr [INS [ [/
. ' . . X .
33. Click the employee's additional desired benefit plans for which the dependents are to be added.
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Maintain Insurance Plan

I[I7 Maintain Insurance Plan

Pers.No. 2802 Nels Oleson

Plan MN Basic Life and AD&D ASE |

Start 08/01/2010| - |12/31/9999 |

[[] Stop participation in period

Insurance option and coverage

Insurance Optio  |BLO1 Basic EE Life Coverage al

Basic Coverage |

16,000.00  USD

Additional Unit |

00X 0.00/USD

Insurance Cover |

106,000.06 USD

Costs USD Monthly
EE post-tax [ 0.00
Employer [ 0.00

@ rccon |[%

34. Click Accept .
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Enrollment

=
Enrollment Edit Goto System Help

@ | 100 @ LHE Bhhs DE @B

Enrollment

Direct selection Enroll
Name [Nels 0leson Jon [06/13/2010[@ [2 Ovenview
Personnel no.
Offer selection

1D number | | {)  Get offer IIQ Print form || D) General Notice || ?  Eror list I
Possible offers |Enroliment period
|Q Select | New Hire Enraliment 106/13/2010 - 07/13/2010
Anytime changes 01/01/1800 - 12/31/9993 |
ASP UC/UNC ONLY 01/01/1800 - 12/31/9999
| | ol
_PersNo.[Name ] | G0 I (][]
[ 2802NelsOleson )

New Hire Enrollment

@ Enoll |[@  Costs  [£» Undo selection I]%”ﬁl Error List_|

Plan | [Status [ Validity period |Activity |

Execute enrollment|

ARHealth-Health Advantage ASE 08/01/2010 - 12/31/9999
ARHealth HD PPO-NovaSys ASE 08/01/2010 - 12/31/9999
ARHealth - NovaSys ASE 08/01/2010 - 12/31/9939 ¢/

<~ Basic Life
MN Basic Life and AD&D ASE 08/01/2010 - 12/31/9939 ¢/

< Dependent Life
MN Dependent Life Post Tax 08/01/2010 - 12/31/9999

~ Opt Life Pretax
MN Opt EE Life Pre-Tax ASE 08/01/2010 - 12/31/9999

~ Opt Life Postax
MN Opt EE Life PostTax ASE/G&F 08/01/2010 - 12/31/9999

¥ 401(a)
APERS Cont =] 06/13/2010 - 12/31/9999

v 457
457 Citistreet 06/13/2010 - 12/31/9999

~ HDHP HSA
Datapath HSA 08/01/2010 - 12/31/9999

< Dependent Care
Flex Depend. Spending Acct 08/01/2010 - 12/31/9999

[0 1R

{12 A— | 1

b [HRBEN00O1 B3| sapetr [INS [ [/

35 Click Enroll @ Enroll
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Confirmation of Selected Actions

[ Confirmation of Selected Actions A
Activity Plan From To [—l
Create ARHealth - NovaSys ASE 08/01/2010 12/31/9999 (4]
Create ~MN Basic Life and AD&D ASE ‘08/01/2010 ~12/31/9999 ! E]
[4]
. [+]
'@ Enroll || % Cancel |

36. Click Enroll to complete the process.

Desktop
III? Enrollment A

©  Enroiiment compisted successiuiy:

Continue ”—Q Confirmation
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37. Select Confirmation to print a copy of the employee's elected benefits. Click

Continue to complete the process.
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Employees should receive a copy of their Confirmation letter within 30 days of enroliment to ensure all
plans are correct.

To print a Confirmation letter displaying the employee's catch-up amounts for health and/or life plans, go
to transaction HRBEN0015.
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You have successfully completed a New Hire with dependents.
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